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Printing Gets Things Done 


The man who does not get his work 
done promptly and properly is not neces- 
sarily lazy. To the contrary, he usually 
feels it necessary to be specially indus- 
trious. He gets to work early and plugs 
away late. He puts in Saturday after- 
noons and an evening or two every week. 
Yet in spite of this extra time he is always 
under a handicap, he is always hurried, 
always worried, always behind. He does 
not seem to accomplish anything, he 
does not get things done. 


Why? 


There is a reason for this just as there 
is a reason for everything. Any man of 
ordinary human intelligence can do the 
things that he is hired to do and improve 
himself and learn more about his job if 
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he will simply act promptly and com- 
pletely on each piece of work that comes 
to him. 


Since we all have to struggle with 
the same difficulties that hold back the 
harassed, driven, worried man who makes. 
hard work of everything, it is worth 
while trying to find out if there is a better 
way to get things done. 


Handling Executive Routine 


All day long work comes to your desk 
to be done. Some of this work is very 
important. »It may involve a question 
of policy or of administration so momen- 
tous that it calls for a conference with 
your business associates or a business 
trip. But a great deal of your work is 
executive routine-little things that you 
must decide and act on without taking 
too much of your time. 
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Granted that you know your business, 
that you are onto your job and can do 
anything that may reasonably be asked 
of you, why isn’t it possible for you to 
act promptly and complete each individ- 
ual task quickly and easily? 


There are several steps that must be 
taken to perform the simplest piece of 
work that comes to you to be done. 


1. Get the facts. 
2. Get action. 
3. Follow up. 


1. If some information islacking you 
must get it from some person or some 
record. The first step is always to as- 
certain the facts. 


2. When you have the facts, the sec- 
ond step is to get action. You must do 
something yourself or give an order to 
someone else to do something. 


[3] 


PRINTING GETS THINGS DONE 


3. And if the matter is important and 
you want to follow it up after it has 
passed out of your hands, the third step 
is to keep track of it in some way. 


These are the steps that you must 
take to complete the simplest job. You 
make your work hard or easy just by the 
way you take these steps. 


The Interrupting Way 


When you want to find out something 
there is an instinctive inclination to do it 
personally. It seems quickest to run out 
into the shop or the warehouse and ask a 
few questions or send for the other man 
to come to you. But when you do this 
you interrupt the other man’s work as 
well as your own. Even if you call him 
up everything stops for both of you while 
you are talking and often enough your 
question cannot be answered on the in- 
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stant. Then you must wait until the 
other man digs up the information you 
want or have him interrupt you again 
later to tell you the answer. A similar 
waste of time occurs in looking up a record 
whether you do it yourself or ask your 
secretary or stenographer to do it. 


When you have the facts and decide 
what you want done the next step is to do 
it. Itisseldom that aman in your position 
does the actual job himself. Most fre- 
quently you delegate the work to someone 
else and this means issuing an order or 
making a suggestion. Verbal instructions 
are to blame for most of the costly mis- 
takes in business. You have all of the facts 
in mind, but it is very dangerous to take it 
for granted that theother man understands 
the case as well as you do and it is oftena 
shock to find out afterwards when trying 
to patch upsome costly blunder that what 
seemed so obvious to you was wholly un- 
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known to him. Besides that, any verbal or- 
der unless it is of the very simplest nature, 
is apt to be misunderstood or forgotten. 


Finally, if you want to follow a matter 
up, if you want to be sure the work is 
completed according to your directions 
or if you want to know what results it 
has brought, you can “‘keep it in mind”’ 
and burden your memory and take the 
added risk of forgetting it. 


What Most of Us Do 


Most of us do more or less of this 
running around and asking questions and 
waiting. It seems like being very busy, 
but it isn’t. Most of us hop away on 
little errands at the least provocation or 
set other people running around or send 
for people to come to us, interrupting 
their work and our own. And when 
really pressed for time many a man takes 
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action without sufficient information and 
regrets it afterwards. 


Now there is a better way to perform 
these minor executive duties; a simpler, 
quicker, easier way to get things done. 
We all use this better way after a fashion; 
we could use this better way more sys- 
tematically and to a greater extent savea 
lot of time and energy by doing so. 


The Better Way to Work 


Suppose you had on your desk a very 
simple printed form bearing your name 
and a date line. Then it would be ex- 
ceedingly easy to jot down the date and 
your request, ‘“‘What was the last order 
sent to Simpson?” or, “Give me Cole- 
man’s file,” or ‘‘What have you done 
about this?’’, or anything you want to 
know. Then address that memorandum 
to the proper person and let the office 
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boy do the running and bring back a 
written answer while you do something 
more important. It seems almost child- 
ish to offer such a simple suggestion and 
yet if you are not supplied with some 
forms of this sort it means that you have 
to do these minor errands yourself or 
send your secretary or some of your as- 
sistants to do them. This may happen 
many times a day. 


After you know the facts and decide 
what you want done, how are you going 
to give the necessary order? There is no 
better way than to put it in writing; to 
write half a dozen words or check a line 
on a simple printed form is much quicker 
and safer than to give a verbal order 
which takes the time of at least two people 
and may be misunderstood or forgotten. 


And when it is necessary to follow up 
any subject instead of trying to keep it in 
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your head, how much easier and more cer- 
tain it is to have a date file and slip a 
written memorandum back of the date 
when you want the subject recalled to 
your attention. 


How Printed Forms Get 
Things Done 


If you have read this far, you will 
have seen the point that nearly every 
ordinary situation that arises in a busi- 
ness man’s daily work can be handled 
more easily by the use of a little printed 
piece of paper. Haste can be made slowly. 
It may seem to take more time to send a 
note and wait for a reply than to rush 
out and “‘do it now.’”’’ But here you have 
a case where it is quicker and cheaper to 
work systematically and methodically and 
to have each piece of work moving toward 
completion in an orderly manner. 
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At the risk of sounding absurd, we 
propose to show that the right kind of 
printed forms properly used will put an 
end to many office problems which seem 
very hard to solve. 


It doesn’t matter whether it is Miss 
Jinks’ being habitually late, or Mr. 
Binks’ complaint that he can never get 
his customers’ orders filled on time. The 
right forms and a rigid adherence to their 
use will expose the trouble and put a 
- stop to it. 


We will just proceed to make good on 
that statement. 


Take the case of Miss Jinks. Sheisa 
good girl, a crackerjack stenographer, 
doesn’t dress like a Christmas tree, and is 
the type of girl you don’t like to fire. 
Yet she will not get to work on time. 
Four days a week she comes in smiling, 
from ten minutes to half an hour late. 
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It gets serious. The other girls feel that 
they too can come in late, and whispers 
about “‘favoritism’’ leak out of the girls’ 
room. Repeated calls down have no vis- 
ible effect on Miss Jinks. 


But see what a little printed form 
does for her! One day she comes in late 
and finds on her desk a little blue slip of 
paper like this: 


Late Slip 


To the Office Manager: 
Pe arrived. io) minutes late this 


(This card must be presented to Office 
Manager without special request) . 
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After a few inquiries as to what it’s 
all about, she fills it out — a little petu- 
lantly, but she does it. 


The next day it’s the same way. 
Every morning that she is late, there is the 
form waiting for her, put on her desk as 
soon as the office opens, and it is noted 
that she is not present. 


Miss Jinks reports “‘block on the car 
line.” Then she reports “mother had 
headache, stayed to get her breakfast.”’ 
(dutiful girl). Again the car line is 
blocked. Another day in an irritated 
mood she writes the excuse, ‘broke shoe 
lace and had to put in new one.”’ 


But in a very little while Miss Jinks 
begins to loathe the very thought of that 
blue slip and stew with repugnance at 
having to fill it out. She takes an earlier 
car, she re-laces her shoes the night before, 
she buys an alarm clock and she begins 
to make a record for punctuality. 
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The Case of Mr. Binks 


Or take the case of Mr. Binks. He is 
a salesman. His complaint is that other 
men get their customers’ orders shipped 
on time. His are always shipped wrong. 
His order for Curtiss Brothers in Rochester 
is shipped to the Curtis Publishing 
Company in Philadelphia. He is forever 
in trouble with the Production and 
Shipping Department. 


“The other fellows,’’ he complains, 
“get their orders cleared and shipped 
right away. Mine are always held up. 
I’m tired of being the goat.”’ 


“Just what case are you _ talking 
about?” you ask him. 


“Why, it happens all the time, but 
here is an instance. A week ago I went 
out to the shipping room personally and 
told Frank Murphy how anxious I was to 
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get a shipment off that day. He said he 
would do it. Today I got a telegram 
asking for the stuff and I went out and 
nobody knew anything about it. Couldn’t ° 
find any record of its being shipped.” 

“Just a minute, Mr. Binks; couldn’t 
you find the duplicate copy of your ship- 
ping instructions?” 

“Why, I told Murph — ~” 

“Told him, didn’t you write out a —?”’ 

“Yes, I wrote it out —-took a piece of 
paper off Murphy’s desk and wrote the 
address right on it and left it there.” 

“Very good, Mr. Binks. Do you see 
this shipping instruction form? Do you 
use it all the time? Did you use it this 
time?” 

“No, not this time, but there are lots 
of times when — —” 

“There are lots of times when your 
stuff doesn’t get shipped, as you come out 
here complaining. Now you are not a 
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‘goat’. You are the man who doesn’t use 
the business forms this office has provided 
to prevent mistakes. You are the only 
man who doesn’t use them and you are 
the only man who has trouble with his 
shipments, as you just admitted. Now, 
a form is no good unless it is used and 
unless everybody uses it, every time it 
should be used. »These and other forms 
here will do your work if you will give 
them a chance and they will not be for- 
gotten,while men who are ‘told personally’ 
to do things will forget, as you ought to 
know by this time.” 

And Mr. Binks, after a few lessons, 


quits complaining. He has grasped the 
idea of letting printed forms do his work. 


Why Printed Forms? 


You may feel that it is not necessary 
to use a printed form, that a blank piece 
of paper will do. A simple illustration 
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will demonstrate the difference between 
a nondescript blank piece of paper and a 
properly printed form. 


How much would you use a bank and 
how many checks would you write if there 
were no such thing as a blank check? 
Suppose in order to pay your grocer’s bill, 
you had to take a sheet of plain white 
paper and write: 


tee 4+4,/9RR 
GE Baths ey CLosweea-, 

Aunt Giatuonal thank of, Sesatex, eana, 
Cay Gbattigare auc (eed, Heute Codiers 


Aud 7 Cculs OP-80) <td Chaege- 


Think of writing it all out, on a sheet 
of paper of one size to-day, and another 
size and maybe another color to-morrow. 
No stubs, no check book —‘‘wait until I 
see if I can find a sheet of paper and I will 
write you out a check.” 
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You probably would do very little 
business with a bank except as a safe place 
for keeping your cash. 

A blank check is nothing but a printed 
form. Butitisa printed form that makes 
it possible to do business with a bank. 
It makes it possible for the bank to han- 
dle your account. Justa piece of print- 
ing that gets work done. — 


The Machinery of Business 


You can’t build a bridge without 
machinery. The machinery and the power 
do the work of thousands of men. 


Printed forms are the machinery of an 
office system. They get the work done. 

A man is working at a desk in an 
office. To his desk comes some work. 
If he has forms to work with, he is guided, 
he understands what he is doing and 
others can understand what he is doing, 
and wants done. 
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He knows where to begin. The hard 
thing about most jobs is to get started. 

One of the hardest things in the world 
is to start with nothing but a sheet of 
paper and a pencil. Getting the first 
word written is an awful job to anybody 
but a trained writer. 

Advertisers know this. When they 
want answers to an advertisement, they 
put a coupon in that gives the reader a 
place to start from. These coupons are 
nothing but small printed forms. You 
fill them out and you are through. You 
haven’t forgotten anything, and you have 
done a complete job and you know it. 


Printed Forms Make for 
Orderly Thinking 


As simple as it sounds, orderly think- 
ing is rare. 

Suppose you want an inventory taken. 
You want to know how much merchandise 
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you have on hand and what it is worth, 
or you want to know the extent and value 
of your office furniture and fixtures. 


To start out listing items on a blank 
piece of paper is almost a certain way to 
get confused. 

A form ruled off with listed items to 
be checked off means that you will ap- 
proach and complete the work in orderly 
and systematic fashion. 

There are hundreds of firms to-day 
who haven’t had an accurate inventory for 
years because they did not know how to 
get started to take one. Even when they 
did get a start, they seldom obtained 
the correct figures because of the lack of 
an orderly and systematized method of 
procedure. 

With the right printed form to guide 
your efforts, the next step suggests it- 
self and there is an instant reminder if 
you have left anything incomplete. 
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Date Your Communications 


Any sheet of paper used for business 
purposes, that does not bear a date is a 
contribution to possible confusion. 


The dating habit is a primal and 
necessary business habit. Every man 
who works at a desk should quickly 
acquire the dating habit. 


Undated communications are con- 
fusing, they encourage delay and perhaps 
worst of all they breed the ‘‘alibi’’ vice. 


Every sheet of paper used in a busi- 
ness office for purposes of communication 
between one person and another, or be- 
tween any two departments, should be a 
printed form of some kind; and no sheet of 
paper should be used for any sort of 
communication or record that does not 
bear a printed date line. 
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That date line should be filled in be- 
fore any other thing is written on the 
sheet. 

Imagine yourself out of town Mon- 
day and Tuesday. You come back to 
the office Wednesday morning and on 
your desk is a note saying, ‘Mr. Arm- 
itage wants you to call on him at eleven 
o'clock to-morrow.”’ 

No date. What does ‘‘to-morrow’’ 
mean? 

It’s up to you to waste time finding 
out. The words ‘‘to-day” and ‘‘to-mor- 
row’ or “yesterday” slip easily into 
undated records and confusion and losses 
are the customary result. 

Do business with forms that are dated 
and that bear a line which definitely 
states the subject. Otherwise you have 
no records and no accurate filing. 

Do business on forms that direct 
specific people to do specific things at a 
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specific time, otherwise organized, con- 
secutive effort is impossible. 

All organization, all efficiency, all sys- 
tem, all co-operation are founded upon 

The thing to be done 

The method of doing it 

The person to do it 

The time for its completion. 

Printed forms make this possible. 
Printing gets things done. 


The Reason for This Book 


It is our business to make paper. We 
were pioneers in making bond paper by a 
process which we developed and which 
opened up a vast, new supply of cellulose, 
the material of which all paper is made. 
Because of this process we are able to 
produce bond paper that has the quality 
for a fine letterhead and costs so low that 
it can be used for every kind of a printed 
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form making it possible for the first time 
to standardize all office printing on one 
paper. Hammermill Bond, ‘The Utility 
Business Paper’’ is obtainable in practical- 
ly any quantity, anywhere in the United 
States and Canada and in many foreign 
countries and is to-day the most widely 
used bond paper in the world. 


We might feel satisfied we had done 
our part when we made good paper and 
made it easy for your printer to get it. 
But a broader idea of our function 
leads us to believe that this is not enough, 
that we have an interest in seeing you get 
the utmost possible service from the paper 
we make and in seeing you put it to a use 
which is profitable and helpful to you. 


Therefore, we have always tried to 
know as much as we could not only of 
what the printer does with our paper but 
of what you do with the printing you buy 
from him. We have tried to study vari- 
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ous business methods and as a result of 
that study we feel convinced that printed 
forms afford a means of getting things 
done which few business men use as much 
as they could to their own advantage. 


You buy printing for one reason only, 
the service it renders you. It is possible 
that printing can render you a greater 
service than it is doing now. It is pos- 
sible you can save money, increase the 
efficiency of your force, make the work of 
each individual easier and get more 
things done quicker and cheaper by the 
use of printing. 


It may mean a great deal to your ... 
business right now and to you personally 
to give consideration to this idea. What 
we have tried to outline in this book is 
not theory but the result of practical ex- 
perience of many years’ contact with 
many different kinds of businesses. 
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Standardize Your Printed 
Forms 


You can save time and money by 
standardizing all the forms used in your 
office or department. Standardize them 
for size. It is easier to handle forms that 
are of the same size than it is to handle 
a variety of odd shapes and sizes. Many 
concerns use 84xII as the basis of their 
standardization, extra large forms are 
made twice this size, small forms one- 
half or one-quarter of 83xII. 
Paper stock comes to your printer in 
a variety of standard sizes, the most com- 
mon being 
17 x 22 or Folio 
17 x 28 or Double Cap 
19 x 24 or Royal 

or the double of any of these sizes: 
22 x 34 or Double Folio 
28 x 34 or Double Double Cap 
24 x 38 or Double Royal 
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When you are designing a new form 
make it a size that will cut from any of 
these sizes without waste. 


Get together all of the printed forms 
used in your office and standardize them 
for the purpose each is to serve. You 
may find two forms so much alike that 
they can be combined in one or you may 
find gaps in your system of handling 
routine that are dangerous because no 
provision is made for some very important 
record, receipt or procedure. Do the 
forms you are using cover every contin- 
gency? If they do not your printer can 
supply the forms you need. 


It is a mistake to endeavor to make 
one form show everything, the simpler a 
form is the more likely it is to be under- 
stood and used properly. 


Standardize on the paper you use. In 
Hammermill Bond you have the quality 
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for your letterheads and yet it is so low in 
price you can use it for everything so it is 
possible to make it the standard paper 
for every one of your office and factory 
forms. 


Color Signal System 


Select a distinctive color of paper for 
each form and always print that form on 
the same color. In a short time every 
one in your office will know that the in- 
voices are on blue, the orders on pink, 
department D memorandums on buff, 
the New York office reports on gray, etc. 
This is the Color Signal System. It saves 
a great amount of time in handling papers 
and enables you to locate a paper in- 
stantly by its color even though it is in a 
pile of other papers. Some concerns 
carry this system so far as to have special 
colored envelopes in which to send mail 
to their salesmen. A bright color is used 
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and the salesman can spot the envelope 
in the hotel mail rack even if it is mis- 
filed. The Color Signal System has been 
of great benefit to thousands of concerns 
and the twelve colors and white in which 
Hammermill Bond is made are used ex- 
tensively to operate this system. The 
linen and ripple finishes in white and all 
colors give a classification of thirty-nine 
items. 


Designing a New Form — 


When you are working out a new 
form, obtain samples of paper from your 
printer, our agent, orfrom us. Select the 
color you want to use and make a rough 
sketch of the form, ruling the lines and 
writing the wording about as you want it. 
It is always a good idea to call in your 
printer and get his help in making up the 
form as he can give you many practical 
suggestions and his experience will be 
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valuable to you if you take advantage of 
it. Consult with him regarding the weight 
of paper best adapted for the purpose 
you have in view and get his help and 
opinion on every point. 


The Forms Shown in 
This Book 


On the following pages we have re- 
produced some of the good forms in 
general use. No attempt is made to 
show the special forms that are required 
by each business. These are forms that 
an executive, a manufacturer, a wholesale 
house or a retail merchant might use. 
Because of the small size of the book they 
are shown in miniature in nearly every 
case. If any of these forms would be of 
service to you, you are at liberty to 
adopt or adapt them in any way you 
choose. ‘The explanation of each form is 
on the page opposite to it. 
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MEMORANDUM 


Form No. 1 Shown on Opposite Page 


As simple as this memorandum form may seem, its use is one 
of the most important things in business. Instead of people run- 
ning around from desk to desk asking verbal questions and getting 
verbal answers, wasting time, forgetting and misunderstanding, 
this form insures that communications between desks and de- 
partments are made in writing. 


The subject is definitely stated, so that the memocan be properly _ 
filed when executed. There isa date line that makes it a record and 
a date line for return that provides for prompt and complete action. 


There is space for the answer of the man who is to receive the 
message. If lost, mislaid or blown off a desk this form can be 
promptly identified and returned where it belongs. 


Printed in different colors, this form can be recognized instantly 
by its color as a message from different departments, branch offices 
or company officials. 


No. I 


Memo. from C. W. ADAMS 


To Date 


Subject 


Please Return to sender by date_ 


Signed 


This form is shown in miniature size. The actual form should be 84 x 11, 
to allow ample room for an order or memo. 


QAMMERAMIQ L 
BOND 


Printed on Blue 


THE PHONE CALL WHILE YOU 
WERE OUT 


Form No. 2 Shown On Opposite Page 


A lost telephone call may mean the loss of many dollars. Then 
too the words “‘somebody called you up while you were out’’ leave 
you guessing and worried. 


A ’phone call form leaves on your desk a complete record of 
every call received during your absence, who called, at what hour, 
what was wanted and where he can be reached. 


The girl at the office ’phone or switchboard fills out this form 
in a few seconds, sends it to your desk and by its distinctive, bright 
color you can recognize it among a mass of other papers. A short- 
lived form but an extremely useful one. 


wl aed 


Phone Call 


Mr. 


You were called at 


Phone No. 


His message was 


COMOPAUOT ius deus ANC 


This form is shown about actual size. It is convenient to have these small 
forms put up in pads of 50. 


BOND 


Printed on Pink 


THE ROUTING SLIP FOR OFFICE USE 


Form No. 3 Shown On Opposite Page 


Here is a piece of paper that will save a lot of running around 
in any office. List the names of the men who are likely to receive* - 
any material. Attach this slip to the letter or booklet or circular 
you want them to see, check the names of the ones who are to re- 
ceive it and let the office boy take it to the first man on the list. 
When he is through with it he routes it to the next man and finally 
it comes back to you if you so desire. 


A busy man with his morning mail, before him his day’s work 
laid out, and a few of these forms, can start and control the work 
of any number of executives. The day’s mail is the pulse of the 
business. The head of the business can see all important mail and 
direct action upon it if he relies on this form to carry his messages. 

Such a form multiplies a man’s activities and properly and con- 
sistently used is like having an extra pair of hands to work with. 


LAST MAN RETURN TO AMERAYy, 
: ne Lg 
SENDER. 20x10 Sent by 


No. 3 


OFFICE ROUTING AND MEMORANDUM SHEET 
Ts NOTE np PASS ALONG — 


This form is shown in miniature size. The actual form should be 84% x 11. 


Printed on Canary 
BOND 


THE ILLUSTRATED FORM LETTER 
Form No. 4 Shown On Opposite Page 


Form letters can be made more productive if they are illus- 
trated. This has been proven by actual test. There is a critical 
second when a man first opens a form letter. If it excites his oer 
terest he may read it, if not it goes into the waste basket. Various 
expedients have been tried to catch that fleeting moment of oppor- 
tunity. Some letter writers get results with a startling announce- 
ment in the opening sentence but it is hard to find a dramatic 
opening that can be followed up in a natural manner. 


A more effective way is to put little sketches in the margin of 
the letter. Most men will at least glance through the text to find 
what the pictures are for and what it is all about. If a man does 
this the letter has performed its first function of attracting attention 
and this is all important because no matter how good a letter is, a 
man must read it or it is a failure from the standpoint of returns. 


Try the idea of illustrating your next form letter and see if it 
does not make it produce better results. 


Montford Engraving Company. Inc. 


932 West aand Street 
NEW YORK 


October 18, 1920 


Bennett Warren & Co.,, 
361 Fourth Avenue, 
New York. 


Gentlemen: 


Ten days doesn’t seem a very long 
time, measured off on the calendar, but 
history has proved that-in ten days the 
destinies of nations may be Sueateed the 
work of ages torn down, the plans of 
years set at naught. 


Ten days ago we sent you a portfolio of 

specimen proofs, together with a letter 
telling you something about our organization. Ten days 
is along time to forget in, a long time for remember— 
ing, but we haven’t forgotten that we sent you proofs. 
Perhaps you have, so we*re writing again. 


It may be ten days, ten 
weeks or ten months before you are ready 
to buy engraving. "You won’t remember us 
that long." Tell us when you are going to 

be ready to buy, and let us 
do the remembering. The in- 
closed card will bring us 
your message —- will you 
mail it today? 


Yours Very truly, 


qe 


MONTFORD ENGRAVING COMPANY Inc. _ 


Shown in miniature size. Actual size should be 844 x 11. 


Printed on White Ripple 
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THE PENDING FILE COPY 
Form No. 5 Shown On Opposite Page 


This isa carbon copy that keeps your promises. ’ 
Carbon copies on plain, unprinted sheets of paper are just 


carbon copies. They suggest nothing, they remind you of nothing, | 


they are useless as “‘ticklers.”” 


An extra carbon copy of any letter that makes a promise or : 
asks a question is made on this form and filed back of the dateon __ 


which it is to be recalled to your attention. A week later, a month 


later or six months later the letter comes back to remind you of 


matters that are still pending. a 


Pending File Copy 


To Stenographer 
Make an EXTRA carbon copy on this sheet 
and hand it to Mr. . 
On Date 


This form is shown, in miniature size. The actual form should be 8)4 x 11 
or the size of your letterhead. 


QAMMERAMIQ g 
BOND 


Printed on Green 


DEPARTMENT REPORTS 
Form No. 6 Shown On Opposite Page 


The walls of a private office often keep out information as well 
as interruptions. Monthly, weekly, sometimes even daily reports 
from each department give the boss a quick review of their activity 
up to the moment. A report need not be formidable or long. A 
few sentences often tell the story better than pages. 


The necessity of making a report at stated intervals is a good 
habit for every department head. It visualizes the progress of the 
department. It is productive of healthful activity and the report 
brings out clearly what has been done. 


Different colors can be used for different departments. Reports 
may be made at regular stated ‘intervals or whenever the occasion 
arises, preferably both. 


No. 6 


: SALES DEPARTMENT REPORT 


(ke AG eae Date 


Subject 


Signed, 


This form is shown miniature size. The actual form should be 8)4 x 11. 


Printed on Buff QAMMERK« NC: 
BOND 


PLEASE ANSWER THIS LETTER 
Form No. 7 Shown On Opposite Page 


Many letters come to you which do not need your personal 
attention. In fact, it is far better to have your assistants handle 
them and train themselves to do this work. But perhaps you wish 
to indicate the nature of the reply. A few words jotted on Form 
No. 7 and attached to the letter and given to whoever is to answer 
it will enable you to handle much of your minor correspondence. 


Please Answer this Letter 
at once be 


Suggestions: 


Show me copy 


Ci 


This form is shown about actual size. 9 PAG a i 
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THE FOUR PAGE LETTER 

Form No. 8 Shown on Opposite Page 
A four page letterhead with the inside pages devoted to — 
advertising the product of the company, is used by a great many. 
concerns. Some use it as their regular letterhead. Others use it 
for special occasions or on special lists. Pigs: 

: A four page letter is effective when the proposition is such that 
‘it requires considerable explanation. Then a brief letter on the 
_ mation. This avoids a long letter and makes it possible to use 


is always a very effective way of showing a number of products 


of pages from the catalog. It pays 
a8 pose about your good ant 


375 West Thirty-Third St. ee 
New York City mI ; 
: ‘ Fs 

Li 

D 


This Page is the regular ¥ 
Letterhead. The text and 4 
illustrations are inside. a 


Actual size when folded should be 814x11. 


MER 
Printed on! White QAMmMerinee 
ae BOND 


Descriptive 
Text 


THE STICKLER SYSTEM 


Form No. 9 Shown On Opposite Page 


This is a very simple system for reminding people of anything 
they wished called to their attention at a given period in the future. 


For instance, if an order is given which involves the preparation 


of material that will take some time, the man giving the order starts’ - 


a reminder which will come up every week or every day or every 
month to the man who is to do the work. This insures that such 
tasks will not be forgotten or neglected. A man who wishes to take 
up a subject at some future time can have a reminder entered and it 
will be brought to him at any date he designates. 


We have published a separate bulletin on this system which will 
be sent to anyone on request but a simple description of the idea can 
be given in a few words. The original form and as many copies as 
desired are made at the same time and the copy is filed in a date file 
behind the date on which it is to be brought to attention. Every 
morning the file of that day is distributed. The last memorandum 
brings the subject up again for renewal or discontinuance. 


Sn 


No. 9 


TICKLER SYSTEM MEMORANDUM 
INSTRUCTION FILE COPY 

PulSSUSD, TO MESSRS. ____ John Bdwerds: 

Danvers Dam Project 


| MEMO: . nave 9 x 12 photograph taken, camera 
placed at brink of Prospect Rock. 
Forward plate without developing 
to Mr. Andrews, Plate will be de- 
veloped in our laboratory. 


NUMBER IN aan. sy Ret hiss atcyibty ik 
a f 


DATE MADE OUT... - 
DATE VIDS one eee 
OF LAST (5) SEs eee iat ae 


WHAT DO YOUR CUSTOMERS WANT ? 
Form No. 10 Shown On Opposite Page ; 


If the boss or the buyer could hear the things customers ask for 
it would make a considerable difference in the purchases or the 


manufacture of many articles. Your salesmen or your clerks hear 
comments that should not be lost to you. : ". 


What do your customers want? It is of vital importance for 
_ you to know and since you cannot be present at every sale and hear 
all that is said, you should encourage your salesmen and your clerks 


___ to pass on every bit of information on this subject. 


The way to accomplish this is to use a want slip. When a 
customer asks for some special thing, it is recorded on this slip and 
by studying the collection of a few weeks or months you may get. 


__ The only way to get this information is to go after it system- _ 


- easy for the clerk or salesman to pass this information on to you. 


WANT SLIP 


When a customer asks for goods we do not carry, 


1-Give respectful attention to the want. Express regret we cannot fill it. 
2-Make any helpful suggestion you can but do not force subsititution. 
3-RECORD just what the customer wants on this slip. 
See note at bottom 


LOST THE FOLLOWING SALES TODAY 
(GIVE REASON WHY) 


THE FOLLOWING IS NOT IN STOCK OR IS VERY LOW 
(FILL THIS IN EVEN IF YOU KNOW IT HAS BEEN ORDERED) 


If no sales have been lost, mark OK on line 1. If no stock is short, mark OK on line 6. 
THIS REPORT must be made out Daily 
NOTE. 


If you take the name and address of a customer, and make any promise to get the goods 
note all the facts on the back of this slip. J 


This form is shown in miniature size. Should be 8!4x11. 


BOND 


Printed on Buff 


“TAM SENDING YOU. THIS” 
Form No. 11 Shown on Opposite Page 


Do you often see an article or clipping you would like to pass 
on to your associates or mail to some friend? If you want to do 
this, do you have to take the trouble of writing a note? That is 
unnecessary. This little form tells the story courteously and 
effectively. 


We all come across news items, circulars and pamphlets that 
may be of interest to some of our friends or business associates. 
Make it easy for yourself and all the other executives in your busi- 
ness to pass around information that may be very productive if it 
reaches the right man. 


vr 


No. 11 


I am sending you this thinking it 


may be of interest to you. No ac- 


knowledgment is necessary. 


This need not be returned [_] 


Please return this tome _ ([_] 


This form is shown about actual size. 
BOND 


Printed on Green 


REPRODUCING TESTIMONIAL LETTERS 
Form No. 12 Shown On Opposite Page 


To get the best results from the use of testimonial letters, it 
is important to have them facsimile reproductions in every sense of 
the word, typewriter type on bond paper and in letterhead size. 


There are several reasons why this is important: 
A letter in its recognized standard form always gets attention. 


We look upon a letter, and especially one with a facsimile 
signature, as the message of someone with authority. 


Facsimile testimonial letters are valuable additions to both * 
advertising and sales plans. 


In advertising they can be used singly or, if desired, several 
may be stapled together inside a cover. 


Facsimile testimonial letters are also an exceptionally valuable 
addition to the kit of any salesman. And no salesman can possibly 
have too many of them. 


One national sales force of one hundred and fifty men whose 
average earnings are better than six thousand dollars yearly, carry 
in their sales kits a number of facsimile testimonial letters from 
satisfied customers. And many times these letters add just the 
evidence necessary to turn the sale in the right direction. 


ere, No. 12 
iz B. D. WILLIAMS & CO. 


375 West Thirty-Third Street 
New York City 


Blank Mfg. Company 
Cleveland, Ohio. Jane 20, 1921 


Gentlemen: 


We are using your Model D Aeme Binder 
in several of our Departments and have found 
these machines highly satisfactory from the 
standpoint of accuracy and economy of operation. 


fhe fact that this Model is adjustable 
and can be quickly adapted to any special size 
form, is to ow mind a great advantage and mul- 
tiplies the value of each machine many times. 


It may interest you to know that we have 
given a thorough trial to several competing machines 
that are on the market and we feel no hesitation in 
saying that we consider yours to be superior in 
every respecte 


Although the original price of ycur machine 
was higher than your competitors’, we know from our 
records that the material advantages of your Model 
have enabled us to produce work at a cheaper rate 
per unit than we have ever done before using machines 
of other make. 


Cordially yours, 
Be. D. WILLIAMS & CO. 


S07). ileavne 


President 


BDW-HEM 
This Letterhead is shown in miniature size only because of the limited size of 
this book. Testimonial Letters should® be full size 814x11 and as nearly a 


duplicate of the original as it is possible to make. 
QAMMERN I ia 


Printed on White Ripple 
BOND 


ORDER BLANK °. 


Form No. 13 Shown On Opposite Page 


“Make it easy for the customer to order,” is one of the obvious 
rules of selling, so obvious that it is sometimes neglected. If you 
want to order something you send a requisition to your purchasing 
department or ask your secretary to take a letter; but a good many 
people in this world have neither a secretary nor a purchasing de- 
partment, yet they can buy goods. The easier you make it for them 
to order your goods the more action you will get. An order blank 
enclosed with a letter or booklet may mean just the difference be- 
tween getting an order or losing it and you don’t have to get many 
orders to pay the small cost of the order blanks many times over. 


No. 13 
USE THIS ORDER BLANK —— IT SECURES PROMPT SERVICE 


DASH, BLANK & CO. 
OUR TOWN, YOUR STATE 


{Cents} DO NOT WRITE IN THIS SPACE 
STATE TOTAL AMOUNT OF YOUR MONEY INCLUDING ANY 
MONEY SENT WITH ORDER TRANSPORTATION CHARGES Z 
YOU PAID WILL BE IMMEDIATE- 
LY RETURNED TO YOU FOR ANY 
For the convenience of patrons, we are | GOODS NOT PERFECTLY SAT- 
glad to establish monthly accounts upon | isFACTORY. 
presentation of satistactery references, 


(PLEASE WRITE MR., MRS. OR MISS.) 


REOG Visuanicd ih PTE Fevacer eh ~f coNoTwate | 
R eS DESCRIPTION ] iw THIs COLUMN 


This form is shown in miniature size. Actual size is 814 x 11. 


Printed on Canary QAMMERMIC 
BOND 


PERPETUAL INVENTORY 
Form No. 14 Shown On Opposite Page 


Records that were “too much trouble”’ and “‘used only by the 
big stores’’ are now making money for the small shop. The simple 
perpetual inventory is an example. No business where stock is 
carried should be run without a perpetual inventory. 


This record shown keeps track of the stock of any given line. 
It accounts for everything from the time the order is given, the goods 
arrive, are put in stock, are sold and a re-order placed. 


This record is very simple, yet it brings out facts that are of 
the utmost importance—an excellent example of how valuable a 
simple printed form can be. 


No. 14 


PERPETUAL INVENTORY pate 19 


Bought rom Chaccaga Lee Ca __anostspa ro No.6.3/ Our No; 546 Cost £V/0_$.P.02 50. 
n_Bal Fx ughiah Maat (isdaplt so 19 
“2 RRB Deno id 
pte Pfale | SPAS] s[efe[et fet | 
oe SE ee 
eerenereciie 'bs Pats 


This form is shown in miniature size. Actual forms should be standard 


81x11. 


BOND 


Printed on Pink 


SHIPPING ORDER 
Form No. 15 Shown On Opposite Page 


Mistakes in the Shipping Department are costly. Shipments 
that are late, go to wrong addresses, or are sent in the wrong way are 
particularly aggravating to the customer who has given special 
instructions and has been assured they will receive attention. 


A “Special instruction” shipping order will avoid many mistakes. 
The exact form such an order is to take depends on the nature of the 
goods. We have only attempted to suggest a general form and to 
stress the need of something of this sort in most organizations 
where many small shipments are made. The man who takes the 
order is seldom the man who ties up the bundles and puts on the 
stickers. Most of the mistakes happen between these two men. 
The use of a proper form will do away with many costly misunder- 
standings. Ma 


No. 15 


SHIPPING ORDER 


Date 
Ship to 
Address 
City 
State 


CHARGE CUSTOMERS NO. 
CASH OUR ORDER NO. 


CO<D. 


Special Instructions 


This form is shown in miniature size. The actual form should be 8}4 x 11. The 
size of a form like this is important, so must be large enough to attract notice. 


QAMMERKQ Q 
COVER 


Printed on Blue 


THE DAY’S APPOINTMENTS 
Form No. 16 Shown On Opposite Page 


Many men do their most important work in conference. But 
unless interviews, appointments and conferences are scheduled they 
are apt to conflict and you find yourself in the position of keeping 
someone else waiting or else having to wait for them. Even in 
conference with your own associates, it is desirable to make definite 


appointments so that every one can plan his work with reference to 
such appointments. 


The form shown opposite schedules every half hour in the day. 
A closer schedule can be made if desirable but a pad of these forms 
on the executive’s desk enables him to know his commitments days 
in advance and to plan accordingly. These slips can also be used 
as reminders and every morning each man’s secretary can give him 
a record of his appointments for the day. 


< -ihf 


| No. 16 
APPOINTMENTS 


a en wn am re in eg eee wage ooo n-----=-- 
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| REMARKS: 


This form is shown in miniature size. The actual form can be larger if many 


- appointments are made. 
| apMiMEReane 0 
BOND 


Printed on Salmon 


CONFIRMATION AND COPY OF A 
TELEGRAM 


Form No. 17 Shown on Opposite Page ¥e 


These are really two separate forms to be made the same size 
as the official telegraph blank, and a carbon copy made on each at 
the time the telegram is written. 


The confirmation to be sent by mail to follow the telegram. 
As this is an actual carbon copy of the original, it will check any 
mistake made in sending the wire, often a very important feature. 


The copy of the telegram is for the files. It is much better to 
use a properly printed form for this carbon copy rather than a 
blank sheet of paper. A telegram is usually important and every 
reasonable precaution should be taken to insure that an official 
copy of every telegram sent is placed in the files. 


No. 17 


CONFIRMATION OF TELEGRAM 
Sent by B. D. Williams Co., New York 


COPY OF TELEGRAM 
Sent by B. D. Williams Co., New York 


These two forms are shown in miniature size. The actual forms should be the 
_ size of the regular telegraph blank. The two forms may well be printed on 


different colors of paper. 
BOND 


This is printed on Primrose 


THE SALESMAN’S ROUTE LIST 
Form No. 18 Shown On Opposite Page 


‘Where will Jones be to-morrow?,” is a question regarding a 
salesman that should have a prompt and correct answer. A very 
simple way to accomplish this is to give every salesman a pad of 
forms like the one shown opposite and require a weekly or daily 
report that will keep the home office posted just where he is and 
where he will be to-morrow and the next day at least. 


This is a bit of information that is always supposed to be on 
hand but like many things that are supposed to happen it some- 
times fails at the critical moment. A proper form provided for the 
purpose will do much to insure that this information is always. 


instantly available and will give you the facts properly classified 
instead of written in the body of a letter. 


No. 18 


SALESMAN’S ROUTE SHEET 


To the OFFICE MANAGER: 


You are informed that | shall leave the office on 


Day of Week 
, and can be reached at the points 


' named on the dates given below. I shall return to the office on 


fale SESS arc sre Sie a eS see Stee ice Ne SN ee Suite AS LI MiP al a RRS Oe RES MO 19 
Day of Week : Date 


Any change in itinerary will be reported by wire. 
ITINERARY 


Date Full Address 


The size of this form will be determined by circumstances. A form about this 
size is sufficient for daily reports or where few cities are covered. 


BOND 


Printed on Opaline 


WORK IN PROCESS 
Form No. 19 Shown On Opposite Page 


This is essentially a manufacturing form. Its object is to in- 
sure uniform production of parts so that when the complete article 
is to be assembled, the proper number of parts will be ready. 


The form is shown to illustrate the point that a printed form 
can visualize conditions at a glance in the same way that a chart or 
plotted curve does. One look at a form like this shows the difference 
in the length of the various columns, each column representing some 
operation, and betraying the fact that the production of certain parts 
is behind that of others. Thisidea can be carried out on any form 
where separate columnsare provided for separate parts and operations. 
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This form is shown miniature size. The actual form may be 814x11 or 11x17 
or even larger. 


BOND 


Printed on White 


THE COLLECTION AND DISCOUNT FORM 


.. Form No. 20 Shown on Opposite Page 


When you allow your customer the usual 2 %-10 days discount 
terms, if he takes the discount regularly he is making 36 per cent on 
his money even if he has to borrow the money from his bank at six 
or eight per cent. He as well as yourself is therefore benefited. 
But universally he does not take his discount even when he has 
the money in the bank. He concentrates his mind on his own 
problems and on the collection of his own accounts and expects you 
to attend to collecting yours. But the use of a form like that shown 
on the opposite page will greatly increase the discount taking by 
your customers and at the sametime take the place of many of the 
statements you are continually sendingout. The man who wants 
his discount expects to have his two per cent protected by a jog 
of his memory. 

The putting into actual use of the form is simple; it is filled out 
by the billing clerk when each invoice is written. The slips ‘are 
deposited with the outgoing mail from each desk, but the office 
boy who collects them files them according to the date at the top of 
the slip. Every day, slips which had accumulated from previous 
days are mailed to the dealers to whom they had been addressed. 
As they were dated ahead they are mailed to reach the debtor a day 
or so before his invoice comes due and thus they are a reminder of 
current indebtedness. The slips almost always bring in the money 
when the dealer is in a position to discount. These notices serve 
another useful purpose: that of a rigorous insistance on discount 
and provides against the debtor taking the discount a few days after 
it has expired. Precaution must be taken of course so that no 
customer receives a slip for an invoice that has already been paid. 
Have the form printed on a colored sheet of bond paper; it will be 
more distinct and will get better attention from the man who re- 
ceives it than an ordinary letter. 


No. 20 


A. T. JACKSON COMPANY 


Boston, Mass oe fF 492.25 
ed 2 


IF YOUR INVOICE OF L/0.0N WHICH 
THE TERMS WEREZ2-/2_DAYS NET_3O___ 
DAYS IS PAID ON OR BEFORE L 20 
YOU WILL BE ENTITLED TO A DISCOUNT 
OF Fa om: 


AMOUNT OF INVOICE______$ 140.50 


DISCOUNT ATL2% gs _ 2-7 


NET $ LIZ LZ 


TWO PER CENT 10 DAY DISCOUNTS TAKEN REGULARLY AMOUNT 
TO 36% A YEAR ON YOUR MONEY. 


This notice, coming ona colored sheet a day or two before discount day will 
bring the money from the customer who has it or can get it from his Jocal bank. 


The actual form should be 5% x 8%. MMERM 
Printed on Gray we Ie 
BOND 


BRANCH OFFICE LETTERHEADS 


Form No. 21 Shown On Opposite Page 


If your company has branch offices or a number of special 
agents to whom you supply Stationery, it will be an advantage 
to use a different color for each office or agent, both letterheads and 
envelopes. This will distinguish the mail from each office, affect a 
saving of time and avoid mistakes in filing, 


No. 21 
San Francisco Office 


B. D. WILLIAMS & CO. 


220 Sansome Street 


San Francisco, Cal. 


' This letterhead is shown in miniature size. 
QAMMERR I 2 
BOND 


Printed on Cafe 


“OUT OF THE FILE” 


Form No. 22 Shown On Opposite Page 


A letter has been taken from the file. Where is it? Who has 
it? Perhaps you want it ina hurry! Every time a letter is taken 
from the file it should be recorded on Form No. 22 and slipped into 


its place. This should be done whether you employ a filing clerk 
or not. 


Letter hunting is a costly sport. Make every one who takes 
a letter from the file responsible for it and have a definite record 
that tells just where it is until the time when it is put back where it 
belongs. 


THIS CORRESPONDENCE WILL BE CHARGED TO YOUR DEPARTMENT. 
1T MUST BE RETURNED PROMPTLY. he 


ALL DEPARTMENT TRANSFERS OF CORRESPONDENCE MUST BE MADE BY FILES CLERK. 


This form is shown in miniature size. The actual form would be 814x11 
because it takes the place temporarily of a letter in the file and should be as 


easy to find as the letter itself. QAMMERMIQ 2 


Printed on Russett 


saat BOND 


DUPLICATE SHIPPING LABEL ** 
Form No. 23 Shown On Opposite Page 


When the label is written, two carbon copies are made. One 
copy goes into the file as a record of the shipment and the other 
copy is sent to the consignee as tangible evidence that the shipment 
has been made. When a package is delayed in transit it is a con- % 
siderable satisfaction to the man who is waiting for it if he knows 

positively that it has been shipped. It speaks well for the efficiency 
of a concern and the attention they give to every detail, when they 
send the consignee a notice like this which tells him his goods are 


on the way. This label also acts as a double check to catch any __ 


. possible mistake in name or address, 
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1 SEAR DEA. <i ee 
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_ast or and Class Mail, Parcel Post, Express, Freight 


SS 


"Wows 


sos tige. ast or 2nd Class Mail,.Parcel Post, Express, Freight 


No. 23 


From. No. tees 


GEORGE HENRY COMPANY 
New York, N. Y. 


To 


PREPAID 


OFFICE FILE COPY. 


SHIPPING MEMORANDUM-—NAet an Invoice 


In event shipment is not promptly received, or is received in a 

damaged condition, or is incomplete, please advise ; 
GEORGE HENRY COMPANY. 

New York, N. Y. 


This form is shown in miniature size. Actual sheets should be 844 x 11 for 
three lables to sheet. Office File and memo copies printed in different colors. 


Printed on White Linen 


BOND 


if 


IS ALSO AVAILABLE IN THE 
FORM OF 
SOCIAL STATIONERY 
AND WRITING TABLETS 
IN THE POPULAR SHAPES AND SIZES 
Made in three finishes—linen, bond and 
ripple—affording you a varied selection from 


which you can choose the kind of distinctive 
personal stationery you like best. 


S. SSOINSs OSs 


= 


Sold by stationers, druggists 
and department stores. 


Manufactured and Supplied the Trade 
Exclusively by 


WHITE & WYCKOFF MFG. CO. 


Master Makers of Distinctive Social 
Stationery, 


HOLYOKE, MASSACHUSETTS . @z 
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CAN ALSO BE SECURED IN THE 
FORM OF BOXED 


TYPEWRITER PAPERS 
AND MANUSCRIPT COVERS 
SUITABLE FOR EVERY OFFICE USE 


The Typewriter Papers are made in_ the 
standard 814" x 11" and 814" x 18" sizes, in both 
bond and ripple finishes, in varying weights, 500 
sheets to the box. 


The Manuscript Covers are furnished in a 
choice of five colors, ripple finish, 100 sheets to 
the box. 

For sale by stationers the country over. 
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Manufactured and Supplied the Trade 
; Exclusively by 
WHITE & WYCKOFF MFG. CO. 


Master Makers of Distinctive Stationery 
HOLYOKE, MASSACHUSETTS 
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MATERIAL TICKET 
Form No. 25 Shown On Opposite Page 


Every bit of material and every tool that comes out of the 
storeroom should be issued only on presentation of a signed requi- 
sition. This is an absolute rule in large plants and could profitably - 
be observed in a shop or factory of any size where more than one or 
two men are employed. 


A form of this sort gives a definite record and check on the stock 
of material. It tells who got it, when they got it and how often 
they are in the habit of getting similar materials or tools. 


The necessity of using such a form is in itself a check to wasteful 
and extravagant habits. The man who has to account for a tool 
is more careful of it and the man who goes on record for the material 
he draws is not so apt to waste it because he knows there is a check 
against him. This is the kind of a form that saves its own cost many 
times over besides performing a very necessary function. 


No. 25 


MATERIAL TICKET — 


DEPARTMENT 


__ | ORDERED By . 4 No. 


7 oo: 


| APPROVED BY 


stock CLERK 


this size and probably the standard 814x11 will give best results. 
COVER 


This form is shown miniature size. Theactual form should be at least twice 


Printed on Russett 


REQUISITION ON THE PURCHASING 
DEPARTMENT 
Form No. 26 Shown On Opposite Page 


“Ask in advance of your needs,”’ is the hardest lesson the pur- 
chasing department has to drive home. Other department heads do. 
not always appreciate how hard it is to obtain certain supplies or 
material even in the best of times. 


Neglect to order well in advance of the need may cost a lot of 
money. 


If the purchasing department will supply other departments 
with the proper form on which to requisition supplies, this form 
will serve as advance notice that the supplies are needed and will 
give the purchasing agent time to order to the best advantage. 


This type of form can also be used as a requisition for material 
carried in stock or a request to make out the official order for ma- 
terial bought in the ordinary course of business. 


REQUISITION ON PURCHASING DEPT. 


Date 


Please order following: 


QUANTITY ARTICLE 


Date on which above is needed 
For Department___ 


Signed 


This form is shownin miniature size. The actual form should be large enough 
for a reasonable number of items. " Either 514 x 8}4 or 84% x 11. 


BOND 


Printed on Cafe 


ATTENDANCE REPORT 
Form No. 27 Shown On Opposite Page is Pith 


The form shown on the opposite page was used by a company 
where it seemed necessary to have some check on the employees 
yet where it was not desirable to install a time clock. When each 
employee arrived in the morning, left at noon, came back after lunch 
and left at night he was required to put down his own time. This 
was literally an honor system and it resulted in a marked i TupraNes 
ment in punctuality. 


F eeling that similar conditions exist in other companies, this 
form is offered as a suggestion. It might be used in connection 
with the late slip mentioned in another part of this book. Very 
often a small form like this will correct an evil that could not be 
reached by other means. 


DEP ES A. 


ATTENDANCE REPORT 


Hours 8:30 A. M. to 12:00 M. 
1:00 P. M. to 5:30 P. M. 
Saturdays 8:30 A. M. to 1:00 P. M. 


Each Employee Must Put His Time on this Report 


NAME MORNING AFTERNOON 


IN OUT IN OUT 


SMITH, Az EH: 


JONES, A. B. 


BLAKEY OP, 


STRONG, GC. R. 


This form is shown in miniature size. The actual form should allow 
ample room for writing. 


Printed on Gray 
BOND 


ILLUSTRATED LETTERHEAD 
Form No. 28 Shown On Opposite Page 


It is strange that more concerns do not take advantage of the 
advertising possibilities of their own letterhead. Without apy 
loss of dignity or attractiveness, a letterhead can be made to carry 
a forceful selling message. What that message is depends on the 
nature of the business. 


A simple picture of the product, or an illustration showing some 
particular feature can be incorporated without detracting from eith- 
er the utility or the beauty of the letterhead. 


For a concern making a variety of products, it is possible to 
feature one product for a given time and then change to another and 
in this way cover'a large line. The expense of using illustrations on 
a letterhead is very small and the added opportunity of making 
sales is very great. 


B. D. WILLIAMS & CO. 


375 West Thirty-Third St. 
New York City 


Letterhead shown in miniature. Actual Letterhead should be regular 
814x11. Illustration may be done in second color or with tint block to in- 


crease effectiveness. 
QAMMERAM Q Q 
BOND 


Printed on White 


TELEPHONE ORDER 
Form No. 29 Shown On Opposite Page 


Do you have orders come in over the phone? This is a business 
well worth encouraging. The telephone order blank shown on the 


opposite page is designed to make it possible for the clerk receiving * - 


the order to be quick and correct. Where it is practical to do so, 
standard stock items may be printed on the order and a great deal 
of time saved as it is only necessary for the one receiving the 
order to fill in a few figures. 


It is a dangerous practice to scribble telephone orders on a 
blank sheet of paper and a great aggravation to the man on the 
other end of the line if he has to wait until somebody gets ‘‘something 
to write on”’ and then has to repeat everything over several times and 
wait while everything is written out in detail. 


Encourage telephone orders and have a proper system for hand- 
ling them. 


Telephone Orders 


Use this blank for orders that come in over ’phone 


Printing a List of Items here will save writing 
them out when taking an order over the ‘phone 
for example: 


Style 284 
Style 397 
Style 415 


Orders Taken By 


This form is shown in miniature size. Actual size should be 8% x 11. 
COVER 


Printed on Opaline 


NAMES FOR THE MAILING LIST 
Form No. 30 Shown On Opposite Page © 


How many people could use your product? Do you take pains 
to keep up a list of prospects? Of course you expect your sales 
department to be always on the search for prospective customers 
but there are other sources of information you can tap. 


Every employee in your office, your customers, their clerks and 
their salesmen could give you some valuable suggestions, if they 
would. And they would! Most people like to do a little favor of 
this sort when they think of it, if it isn’t too much bother to make 
the suggestion. 


You can make it easy for your own force and your friends in 
the trade to offer suggestions by discreetly supplying little pads of 
the form shown opposite. The form itself is a reminder and it calls 
for just the information you want. Of course you will get many 
duplicates and many impractical suggestions, but even a few live 
prospects turned into customers will pay for the idea many times 
over. 


This is another case where a form reminds someone to do 
something and makes it easy for him to do it. 


To°.b.-D. WILLIAMS & CO. 
375 West Twenty-Third Street 
NEW YORK 


ADD THE FOLLOWING TO YOUR 
MAILING LIST 


Individual 


Firm 


Address 


Remarks 


Individual 


Firm 


Address 


Remarks 


Individual 


Firm 


Address 


Remarks 


This form is shown in actual size. It will be found convenient to have these 


_ forms padded. 
AAMMERK 2 2 
BOND 


Printed on Primrose 


REDUCING THE FIRE HAZARD 
Form No. 31 Shown On Opposite Page 


The form shown on the opposite page is an excellent example 
of a piece of printing that gets things done. Even when this form _ 
is filled out, the actual information it conveys is unimportant com- 
pared with the fact that it makes a man examine all of the fire 
prevention devices before he can fill out the form. It is what he 
does, not what he writes on the form that is important. 


Some large concerns employ a fire chief but any concern can 
appoint an employee as fire inspector and even though he is an ama- 
teur, this form tells him exactly what to look for and forces him to 
check up on each piece of apparatus. 


Some concerns adopt the plan of appointing a different man 
as fire inspector every week or every month. This rotates the job 
among the employees over a period of time and gives every man who 
holds the job a dramatic lesson in the importance of fire prevention. 


No. 31 


FIRE INSPECTOR’S REPORT 
Dep't. Date__ 6/72, 19-5 


FIRE INGUISHERS READY FOR USE? LOCATION ? Meat wall 


FIRE ALARM WORKING? “es : Location? Door 3 


SHAFTS, AREAS, CORNERS FREE FROM RUBBISH? i 

HOSE IN GOOD CONDITION ? Dreyafe-on Al, / caked vocation? é Alainurti-y 
FIRE ESCAPES CLEAR? =o EASY TO USE? — LOCATION ? Cxotawind oy 
FIRE Doors erode 2 Awa 

FIRE BUCKETS AND BARRELS FILLED? yen 

ANY SMOKING ON PREMISES? Lo 

' 

FIRE WARNINGS POSTED? a 

EXIT SIGNS IN PLACE? ae 

STAIRWAYS CLEAR? ate. 

STEAM PIPES FREE OF CLOTHING OR RUBBISH ? La 
AXES AND OTHER EQUIPMENT IN PLACE? fe ae 
WATCHMAN’S STATIONS CLEAR? as 

BURNED MATCHES ANYWHERE? _ cw SlooM. 
Baten ice pe Shoes rs Oe ETM OBSTRUCTING? Tes 


REPORT ANY POINTS NEEDING ATTENTION NOT CLASSIFIED ABOVE 


Ole. of ily, runt incr Lerche ins obipping toma 


’ 


nw Hu 


PYRE INSPECTOR 


This form is shown in miniature size. The actual form should be 8}4x11. 


BOND 


Printed on Salmon 
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Hannennill DaperConyrmy 


Erie, Denwspliernia 


MINIATURE LETTERHEAD 
STEEL ENGRAVED ON 
WHITE HAMMERMILL BOND 
RIPPLE FINISH ~SUBSTANCE 24 


Hammermill Paper Company 


Erie, Pennsylvania 


MINIATURE LETTERHEAD 
STEEL ENGRAVED ON 
BUFF HAMMERMILL BOND 
BOND FINISH-SUBSTANCE 20 


MINIATURE LETTERHEAD 
OFFSET LITHOGRAPHED ON 
WHITE HAMMERMILL BOND 

- BOND” “FINISH, SUBSTANCE 20 
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Hammermill Paper Company 


BOND 


ERIE. PENNSYLVANIA 


PRINTED IN TWO COLORS 
ON BLUE HAMMERMILL BOND 
BOND FINISH ~ SUBSTANCE 20 
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B.D.WILLIAMS 


Wake Up Your 
Letterhead 


Once in a while and put 
some LIFE and COLOR in 
it, even if-you use such 
an idea for a special 
edition on which to do 
some advertising. An 
artist can draw you a good 
design that will put new 
life in a series of follow- 
up letters. 


QAMMERK 2 gL 
BOND 


UTILITY BUSINESS PAPER 


Printed in Two Colors on 
White, Substance 24, Ripple 
Finish, Envelopes to match 
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TO MATCH EVERY COLOR AND 
FINISH OF HAMMERMILL BOND 


NES 
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You can obtain Hammermill Bond 
Envelopes to match every color and finish of 
Hammermill Bond. These Envelopes are 
carried in stock for quick delivery by over a 
hundred Hammermill Agents located in all 
parts of the country. 


DISENET OH 


The standard Hammermill Bond Envel- . 
opes are of the highest quality. They are 
packed in the ‘Standard Brown Box.” Enor- 
mous stocks are carried in Springfield, Mass., 
and Waukegan, IIl.,so that prompt shipment 
can be made of any quantity. 
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Every Hammermill Agent can furnish 
your printer with standard Hammermill 
Bond Envelopes. 


See 


=, 
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Made By 
P. P. KELLOGG & CO. DIV. 
SPRINGFIELD, MASS. 


and 


NATIONAL ENVELOPE CO. DIV. 
WAUKEGAN, ILL. 
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HAMMERMILL BOND 
STATIONERY CABINETS. 


These Cabinets make it easy and eco- 
nomical for you to have a supply of personal 
stationery with your name and address 
printed or engraved on every letterhead and 


envelope. 
Each Cabinet contains 250 Letterheads 


and 250 Envelopes to match. The Envelopes 
are in a drawer and the Letterheads in a 
separate compartment by themselves. 

Ask your printer or engraver to furnish 
you with a Hammermill Bond Cabinet of 
Stationery for your personal and semi- 
business correspondence. 


Made By 
P. P. KELLOGG & CO. DIV. 
SPRINGFIELD, MASS. 


and 


NATIONAL ENVELOPE CO. DIV. 
WAUKEGAN, ILL. 
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MINIATURE LETTERHEAD 

OFFSET LITHOGRAPHED ON 

BLUE HAMMERMILL BOND 
AMEBMIL LL. 


aan , 
BOND FINISH. SUBSTANCE, 20 
ee Oe ere Cee ee 


Hammermill Paper Company 
Erie Pennsylvania 


AMMERR) 
BOND “@ 


MINIATURE LETTERHEAD 
PRINTED IN ONE COLOR 
ON WHITE HAMMERMILL BOND 
BOND FINISH - SUBSTANCE 20 
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MINIATURE LETTERHEAD 
PRINTED IN THREE COLORS ON 
BUFF HAMMERMILL BOND 
BOND FINISH - SUBSTANCE 20 
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MINIATURE LETTERHEAD 
SHOWING HALFTONE PRINTING ON 
WHITE HAMMERMILL BOND 
RIPPLE FINISH - SUBSTANCE 24 
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